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Personnel Transactions Division 

DISPOSE OF PRESENT ACCUMULATION; 

The Merit System Act directs that after each competitive examination the Director shall prepare 
a register of persons with passing grades. Further provisions are made for the establishment 
of a register for use in making competitive promotions, and for a promotional examination for 
use in non-competitive promotions. 
of that application, are put onto the computer tape on a daily basis, 
each month, a printout, by class number, is made showing every applicant for examination, and 
the final results, during the past month. 
in the Official Register File. 
and the individual certificates of eligibles, are compiled. 

Each application for an examination, and the final results 
On the first work day of 

This printout is verified, and filed by class number 
This 'is the hard copy of the information from which registers, 

-- 11 .DISCRIPTI01 O? SERIES - Include ?or. lo. b ?or. Title. if an). 

Officiai Record of each person applying for an'examination and the results thereof. I 
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13. Is t h i s  the  Record Copy # t h e  se r i e s?  4i [4. [ I  
( 1  rr3 
[IP [ I  

. .  _. 14. I s  there  a duplication of t h i s  series i n  another o f f i ce  o r  agency?, ., ;.' 
( :  

15. Is the information contained i n  'this s e r i e s  ever s m & i z e d  o r  published? 

16. Does the  series cootain c l a s s i f i e d  information requiring securi ty  handling? 

17. Does the  series document policies and procedures of agency's ope ra t ion  o r  function? [ ] 

. 

i; 
i ,  

Totals summarized monthly fo r  s t a t i s t i c a l  purposes. . .  
. [ I  

~~ .~ ~. . . .  
' 

. . -  . .. - 
18. Could the  functton be performed if the  f i les were l o s t  o r  .. destroyed? 

19. Is the  series ( o r  major portion of it) regularly microfilmed? 

~. r4 [ I  
[ I  19 If yes , why? 

?O. Does the  record series pr6vide data as input t o  an EDP f i l e ?  [ I  [a 
'1. Does the record series contain documentation produced as EDP printout? [Y [ I  
22. Is the series affected by Federal or grant funds? [d [ I  
?3. W i l l  t here  be a need Por these records 10, 15 years from now? If yes,  what? El [d 

i nde f in i t e  24. REQUIREMENTS. The foyawing requires the f i l e s  t o  be kept- years :  

8. WSTME b. [ ISTATWE OF C. []AUDIT d. [ ]FEDERAL . e. []ADMINISTRATIVE f. [ ]HISTORICAL 
. LAW LIMITATION PERIOD LAW DECISION VALUE 

( C i t e  Lawr Sta tu te ,  0.r other reason for the retention requirement) 
Merit System Act (Ac t  12 approved 3/10/71 as amended) as contained i n  Merit System Rules and 
Regulations paragraph 3.803. Rules may be m e n d e d  by the  S ta t e  Personnel Board. 

2 5 .  AGENCY RECOMMENDATION$. 'This agency recommends t h a t  t he  f i l e  series be cu t  of f  at the  end 
of each -[]CALENDAR YEAR -[$?ISCAL YEM -[]OTHER ,then : 

A. [ ]Destroy immediately af'ter cut off .  

-I__I__ __-- 
' 

B .  WHold i n  current f i les area mont.h(s)/ 2 yea r ( s ) ,  then: 
i []D&troy. 

2 [dTyansfer t o  records center;  hold- ear (s ) ,  then: 

b []Transfer h i s t o r i c a l  material to Archives ; 
8 [$Destroy. 

destroy remainder. 
3 []Destroy seer audit (o r  y e a r b )  aPter adit). 

C. []Hold i n  current  f i les  area indef in i te ly .  
D. []Hold i n  current f i les  area- year(s) , then t r ans fe r  t o  ArchiVes permanently. 

E. []Other 

(Indicate br ief ly  rationaG for recomndat ions  above/or w r i t e  additional remarks) : 
Attached 

i n  Paragraph 25 

a r e :  



-..- - 

I 

REMARKS I 

Registers are vaiid for two years. H W  requires records be 
kept for a maximum of five years for audit purposes. Examination 
grades are valid for 5% years for non-competitive promotion purposes. 
Six year retention will meet all of these requirements. 


